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CORRESPONDING SECRETARY 


ew BETA PI 


|2019 


OVERVIEW 


1. Role and Responsibilities 


As Corresponding Secretary, you have the responsibility of submitting reports to the TBP headquarters. 
There are 3 per semester that you really have to worry about. There may be more you have to do 
depending on what your President and other Officers take care of, but these are the main three: 


Eligibility: This is where you tell them about how many and which students are eligible to be 
in Tau Beta Pi compared to the number of enrolled Juniors and Seniors at K-State. This is also 
where you order election supplies and propose the initiation date. This takes forever: DO NOT 
PROCRASTINATE. 


Election (more like Initiation): This form is very badly worded and has NOTHING to do with 
elections. All you do is check which invited students are rejected and why, and then check 
whether they are actually going through with initiation. This has to be done 2 weeks before 
initiation. 

Final Action: Easy. Just check the people who actually got initiated. Due 2 weeks after 
initiation. 


Refer to the TBP website for schedules, forms, and other useful resources. 


Use this if you wanna know when things are due: https://www.tbp.org/off/reportsChecklist.cfm 


(or don’t. if youre feeling edgy. They'll email you or the president when things get close to being due) 


[Tip: For most other things, just don’t. The website isn’t terribly helpful. Ask a person.] 


2. Resources 


http://www.tbp.org 

This is the website you will use to download, modify, and submit reports. 

Rebecca, rebecca@tbp.org 

Rebecca is easily the greatest person in existence. At the very least, you will start 
to think so once you begin working with her. She has been with Tau Beta Pi for a 
very long time and there is no question she cannot answer. 

President and Membership Coordinator. 


3. Lessons Learned 


1, 


The website and forms will give me nightmares for years...okay maybe not that bad, but they 
take getting used to and can be tedious to work with 

Tau Beta Pi can be slow to respond to questions. Be persistent and communicate with Rebecca 
and the president for most information, or else you probably won’t get a response. 
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3. You will feel like you are filling out the forms completely wrong, but you probably aren’t unless 


you get a complaint email. The forms are “Graded” but it is unclear if this actually means 
anything significant. 


| HOW TO DO THE ELIGIBILITY FORM 


1. 


2. 


Go to https://www.tbp.org/home.cfm (it’s the home page) 
Click “For Officers” 
Click “Online System” 
Login (ask President if credentials have been changed) 
User ID: ksg 
Pass Phrase: gokstatewildcats2021! 
Under Membership Reports, click “Eligibility” 


For the “Eligible” Junior and Senior boxes, you'll need to get documents from Dean Fund 
containing the top 1/8 of Juniors and Seniors. Just put the number of people on each of those 
forms in their respective box. For the “In School” boxes...just multiply the “Eligible” count by 5 
and 8 respectively. 


- The best way to get rid of duplicates (current members) is to combine the lists of 
eligible students you get into one excel sheet. Copy and paste the list of current 
members from the eligibility template into the excel sheet you have created. Sort 
the list. Delete duplicates. 

- Sometimes you will see people that you know are not interested or have 
graduated. If you know that have graduated, just delete them and re-enter the 
numbers of eligible students. For those not interested, include them in the process 
anyways. They just don’t need to be on the official mailing list for the membership 
coordinator. 

- One reason that people are contacted who have already expressed that they aren’t 
interested or that have already graduated, is the information from the registrar 
sometimes is not accurate. A strategy may need to be made for not recording 
those who aren’t interested or making sure that the list from the registrar does not 
include those who have graduated. 


Ask the President or whoever oversees initiation about what materials they need. 


The PIN should be filled in automatically, or else get it from a prior semester form (click 
previous year and click manual report entry). 


PIN: 1703 


Expected Initiation date is just whatever you decide in officer meetings. 
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10. Click “Update”- DO NOT “Continue to...”. This process can be done on a separate excel doc 
(see below) 


11. Go to the “Eligibility Menu”. Download the Eligibility Template through the browser. Now the 
fun begins. 


12. READ THE INSTRUCTIONS SHEET (attached to the Spreadsheet). The system is super picky and 
if you change any formatting or anything the entire spreadsheet is compromised. 


13. Manually type or individually copy every member from the spreadsheets acquired in step 6 
into the BOTTOM of this spreadsheet. (You can copy and paste all the names and emails at 
once. You have to do a special paste though. to do that, hit ctrl+alt+v then select values and 
that should paste just the values without messing up the formatting) 


14. Enter emails for everybody or look up their K-State email if they don’t have one on there. (can 
copy and do special paste here to) 


15. For curriculum, if you are unsure what an acronym stands for you can consult Dean Fund or 
ask around. 


16. For graduation dates, just put May of the year that would be expected for a junior and senior, 
respectively. 


17. You'll notice that a LOT of people who are on the template as Juniors are now Seniors on the 
new eligibility forms. If you want to change that, | guess you can delete any re-add them, 
making sure to mark them as a present member. DO NOT CHANGE AN ENTRY. Just clear their 
line and add them to the bottom. Read the instructions again. 


18. If you did everything right the # of eligible Juniors and Seniors will match what you entered in 
step 6. If not, good luck finding the problem! 


19. Once you get done, make sure to save the document using the naming conventions outlined in 
the instructions. Submit to the listed email address: eligibility@tbp.org. If you like, you can 
contact Rebecca also. Just to make sure the information you send is not lost anywhere. 


20. If you didn’t mess anything up and they got your form, you should get an email very soon after 
you submit it! If not, try again or ask them. At this point, on the “Eligibility Menu”, click 
“Submit Report of Eligibility”. Rejoice!!! The other two forms are much easier. 


21. You will need to send the combined list of eligible students to the membership coordinator as 
soon as possible with duplicates, those not interested, and those who have graduated deleted. 
This is the official mailing list. 


| HOW TO DO THE ELECTION FORM 


1. Contact the Membership coordinator and get a list of who completed their signature books and 
membership requirements. 


2. Make sure you know of any grad students/faculty advisors getting inducted. 
3. Follow steps 1-4 of “How to do the Eligibility Form” 
4. Under [Spring/Fall] Reporting, Click “Election”. 


5. Click “Continue to Juniors”. 


10. 


11 
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For everybody on the spreadsheet/document from step 2, check “ELECTED” and “ELECTION 
ACCEPTED”. 


For everybody else, they are technically “rejected”, and you are supposed to give a reason. 
Most people just don’t respond or aren’t interested, and we don’t poll for this information, so 
don’t feel obligated to fill this out. You can list them as unresponsive or just click “ELECTED” 
for everyone and then click “ELECTION REFUSED” for the people not on your list. 


Repeat step 6-7 for Seniors and Others (non-traditional inductees, e.g. Grad Students or 
Advisors). 


Navigate to the “Election Menu”. 


Click “Catalog Cards”. These are online things people fill out for some reason. Just click the 
“Email” check box for everyone and click the “send email” button. Just write something 
motivational like “Hey you should fill out this thing for Tau Beta Pi so we can initiate you, no 
pressure!” in the text box. Repeat this process every few days until the form is due or most 
people have filled it out. The membership coordinator will need to make sure that the initiates 
know they will be receiving these emails so they can keep an eye out. 


. Inthe “Election Menu”, click “Submit Report of Election”. 


| HOW TO DO THE FINAL ACTION FORM 


Follow the same procedure as with the Election form. 


Just confirm that everybody who was supposed to get initiated got initiated, and check 
“INITIATED” next to their names. 


The form may not yell at you about it now, but when you go to submit it will. You need to give 
an “IF REFUSED” reason for everybody who did not get initiated. Again, we don’t ask people 
why, so just select ‘A’, which stands for “Electee is not interested/did not complete 
requirements”. 


Submit the report on the “Final Action” menu. 


Now go to the bars or do something fun. Or go do homework. 


